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ABSTRACT
In 1947, a large number of very small school districts surrounded
Oakland, Illinois each with its own school board.

In 1 94 8 , Oakland and

all or parts of these 1 6 districts were consolidated by the vote of the
people into a single school district as permitted by State Law (1948)
thus forming Oakland Community School District No. 5 .
Three attendance centers, the Oakland Elementary School; the
Hindsboro Elementary School; and Oakland High School were operated from
1959 until 1968.
A new Elementary attendance center was completed in 1 96 8 , and the
old attendance centers in Oakland and Hindsboro were closed.
The new Lake Crest Elementary School located in Oakland, Illinois
houses grades Kindergarten through Eighth Grade.

At present, Lake Crest

Elementary School serves 350 students with twenty-seven faculty members.
The purpose of this study is to develop a student-parent handbook
which will be used to inform all students, enrolled at Lake Crest School,
what is expected of them.

The handbook previously used by the students

and parents was merely an overview of the rules and regulations and was
definitely lacking in detail and explanation.
There has been a definite need for clarification of rules and
regulations and the organization of these materials in such a form that
they will be readily accessible when needed.

By having all the informa

tion condensed into a handbook, the students and parents can better
utilize the information and acquire a better understanding of the total
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operation of the school.
Also, there are many students who move into the district from neigh
boring communities as well as from other states.

Many times the methods

of operating Lake Crest School are quite different from those that incom
ing transfer students have grown accustomed to at the schools they have
attended in the past.

Hopefully, this new handbook will allow all students

and parents to understand the way Lake Crest Elementary School will operate
and what type of behavior the student is expected to demonstrate.
It is recommended that revisions of the student-parent handbook be
made annually and updated when necessary.

Staff members, students, and

parents will be encouraged to submit recommendations for consideration
and inclusion in the handbook.

Revisions will be made under the super

vision and direction of the Administration.

A constant review will

insure the effectiveness of the handbook and make it a valuable instru
ment for both students and parents of Lake Crest Elementary School.
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CHAPTER I
INTRODUCTION
The Problem and Its Background
Lake Crest Elementary School has a student handbook that has been
in existence for about twelve years.

The student handbook has gone

through several changes, but these were simply additions or deletions.
With the added demands that the state as well as society has placed on
schools it is very important that the present student handbook be evaluated and completely rewritten.
Faculty meetings were conducted during the school year for the
purpose of discussing the present student handbook.

The Administration

and staff determined there was a need for the student handbook to be updated.

It is the feeling of the Administration and staff that it would

be better to compile a student-parent handbook that would explain to
both students and parents the rules and regulations of Lake Crest School.

Purpose For Study
Studies, conducted by Phi Delta Kappa, indicated that fifty-four
percent of the general public cited obeying rules and regulations as the
top goal for students.

l

The purpose of this study is to develop a student-parent handbook
which will be used to
is expected of them.

inform all students, at Lake Crest School, what
The handbook previously used by the students was

merely an overview of the rules and regulations and was definitely
lacking in detail and explanation.
l George H. Gallup, "How The Public Views Discipline"
Phi Delta Kappan p. 9, September 1982

l
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There has been a definite need for clarification of rules and
regulations and the organization of these materials in such a form that
they will be readily accessible when needed.

By having all the informa

ion condensed into a student-parent handbook, the students and parents
can better utilize the information and acquire a better understanding of
the total operation of the school.
Also, we have many students who move into our district from neigh
boring communities as well as from other states.

Many times our methods

of operating Lake Crest School are quite diff erent from those that in
coming transfer students have grown accustomed to at the schools they
have attended in the past.

Hopefully, this new student-parent hand

book will assist the students and parents in following a consistent
system of rules which governs the behavior of students and clearly
states the staff and parental responsibilities in enforcing these rules.
Implementation of the student-parent handbook will enable students
and parents to become aware of Lake Crest School's rules and regulations
at the earliest possible time in the academic year.

When students

arrive at school in the fall they will be given a copy of the student
parent handbook and their homeroom teachers will review with them the
materials contained therein.

Hence, the development of an early aware

ness of the school's rules and regulations as outlined in the handbook
should help students avoid repeated errors that result from their lack
ing of knowledge of what is expected of them.

CHAPTER II
THE DEVELOPMENT OF THE STUDENT - PARENT HANDBOOK

Review of Related Literature
In the operation of any good school it is �ecessary to have certain
rules and regulations to promote the desired degree of uniformity, order,
and systematic performance. 2
In the past, student handbooks listed what few rules the schools
had.

These rules were spares, vague, broad and general.

They left so

much room for administrative interpertation and discretion that the
school official alone determined what constituted a violation and what
penalty was to be imposed.

The handbooks gave little if any guidance

to students in defining what conduct was prohibited and punishable.
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Student behavior and discipline procedures are consistently
identified as one of the major problems facing schools today.

Phi Delta

Kappa, in the September 1982 issue, obtained suggestions from more than
one hundred educators and education writers concerning The Public's
Attitudes Toward The Public Schools.

The sample used in this survey

embraced a total of 1,557 adults who were eighteen years of age and
older.

According to the Gallup Poll "Lack of discipline" headed the

list of adult conerns about schools'.

Twenty-seven percent of the

suggestions obtained perceived this area as the most important problem
facing public schools. 4

Parents and teachers agreed that order. and

2 Ervin W. Detjen, Elementary School Guidance (New York:
Hill Book Company, Inc. 1963),
p. 165

McGraw

3 Arthur H. Goldsmith, "Codes of Discipline" Education and Urban
Society V. 14 Number 2 p. 185 February 1982
4 George H. Gallup, "Gallup Poll o·f the Public's Attitudes Toward
The Public Schools" Phi Delta Kappan p. 2 September 1982
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discipline are the foundation of teaching and learning.
According to Dr. Fred G . Burke, the first step in having an orderly
school is to make sure that minimal rules of conduct are well understood.
Further experience of those who have successfully dealt with the problems of violence, vandalism, and disruption has indicated that a simple
written code of conduct developed with imput from staff, students and
parents, combined with a clear understanding of the rights and respons
ibilities of students, is an effective tool in school improvement.

5

What To Include
A review of existing codes and the professional literature suggests
that codes should contain at least three main sections:

1) Students

rights and responsibilities; 2 ) Rules of acceptable and unacceptable
behavior, and 3) Regulations and procedural due process, including a
chain of command to following in handling appeals.
Dr. Fred G . Burke continues by explaining that in developing codes,
school authorities must provide a realistic basis for maintaining order
on the one hand and not violating students' rights on the other.
The following minimum

standards should be considered in drawing

up and implementing rules
1.

The rule(s) should be publicized and explained to students.

2.

The rule(s) should have a legitimate and rational relationship to the school's stated educational purpose.

3.

5

The meaning of the rule(s) should be reasonably clear.

Fred G. Burke, Handbook For Develop.i ng A Code of Conduct For
Students (Trenton, N.J. :
New Jersey State Department of
Education, Feb. 1981) p. 1 ERIC ED. 207130

5

4.

The rule ( s ) should be specific enough or sufficiently narrow
in scope so that it does not conflict with constitutionally
protected activities. 6

Survey of Handbooks From Other Districts
The researcher sent letters, as shown in Appendix A , to thirty-five
area school districts to obtain information concerning student-parent
handbooks used in the respective districts.

Of the thirty-five inquires,

twenty-one returned copies of their handbook .

This represented a sixty

percent rate of return.
Handbooks that were received from other school districts were re
viewed for suggestions, form and content.

However, very few of the hand

books contained materials that proved helpful in improving upon the hand
book that was in use at Lake Crest School .
In addition to reviewing the handbooks, conversations were conducted
with several of the principals about the items they had in their hand
books that caused them problems and items which they planned to add to
their handbooks.

Survey of Lake Crest Elementary School Teachers
The surveys, shown in Appendix B were given to the teachers o f
Lake Crest Elementary School.

The teachers were asked for their input

on items that they considered to be important and which should be in
cluded in a student-parent handbook.

Of the twenty-seven surveys

distributed, four ( f ifteen percent ) , returned their surveys with com
ments, twelve ( forty-four percent) , expressed their comments in person
and eleven (forty-one percent ) , did not respond .
6 Ibid . ,

p.

5

No follow up was
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conducted on those that did not respond because responses were recorded
anonymously.

Selected areas of concern which emerged from the surveys

were:

1.

Make-up work procedure

2.

Dress Code

3.

Exemption from Physical Education Class

4.

Discipline Policy

5.

Over-all organization of student handbook

6.

Administering medication sent to school by parents

7.

Rules governing Athletics

Topics to Be Addressed
After reviewing the professional literature on student-parent hand
books, handbooks received from other districts, and the surveys received
from the teachers at Lake Crest School, the following topics were selected
for inclusion in the student-parent handbook:
1. Floor plan of Lake Crest Elementary School

2 . School Calendar
3 . Daily Schedule
4. A Message from the Superintendent
5. A Message from your Principal
6. Educational Philosophy of Lake Crest Elementary School

7 . Board of Education

8. Administrative Staff
9 . Office Staff
10. Custodial Staff

11. Cafeteria Staff
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1 2 . Lunch and Playground Supervisors
1 3 . Certified Staff
14. Room Assignments

1 5 . General Information
16. Interscholastic Athletics and Other Extra Curricular
Activities
17. Student Athletic Guidelines

1 8 . Rules for Students Riding School Buses
1 9 . Rules and Regulations to Govern School Student Records
2 0 . The Rights and Responsibilities of Students
2 1 . Chain of Command

CHAPTER III
SUMMARY AND RECOMMENDATIONS
Summary
It is very important that a student-parent handbook be developed
to guarantee that all students and parents understand the ruies and
regulations and also general items of information that are important in
governing the school .
The handbooks that were received from other districts were reviewed
for suggestions, form, and content.

Utilizing the information from a

review of pertinent literature, other handbooks , conferences with ad
ministrators, and faculty member s , the handbook was developed .
One effective student disciplinary strategy is based upon estab
lishing uniform practical school policies and encouraging the understand
ing and involvement o f parents .
The purpose of this study is to develop a clarification o f rules
and regulations and to organize these materials in such a form that
they will be readily accessible to students and parents of Lake Crest
School .
This new student-parent handbook will be put together in
form.

a

booklet

When the students come with their parents to register for school

in the fall, they will be given a student-parent handbook which we will
suggest be read by both the parent and student .

Also, any student enter

ing school during the course of the year will be given a handbook to be
read .

8
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Recommendations
The researcher recommends that the Oakland Community Unit School
District No. 5 Board of Education approve this student-parent handbook.
In the operation of an effective school it is necessary to have written
rules and regulations to promote an orderly educational environment,
with open communication, self discipline and clearly understood lines
of authority and contro l .
The author recommends that revisions of this student-parent hand
book be made anually by the Administration.

This regular review will

assure that the rules and regulations will continue to reflect local
conditions, community attitude s , changes in the law and new court rul
ings.

Staff members, students , and parents are encouraged to submit

recommendations for consideration and inclusion in the handbook.
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OAKLAND COMMUNITY UNIT SCHOOL
DISTRICT NO. S

BOARD OF EDUCATION
Pearl Cox,

President

Tom Powers, SecretOl'y

Oakland, Illinois 61943

Richard Oapp

Davie McQueen

Unit Superintendent 217-346-2555

Tom Innes

Ardtn Grotduschen
Henchel

High School 217-346-2118

Osburn

lake Crest 217-346-2166
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ADMINISTRATORS
Norman Kerans

Unit SuINrlntendent
Ulla S. Andrews
High School Principal
Ezra W. Smithson

Lake Crest Principal

September 7 , 1982

Dear Superintenden t :
I a m i n the process o f updating and further developing
a Student - Parent Handbook for use here at Lake Crest Elementary
School.

Lake Crest Elementary School is a K-8 attendance center

with an enrollment of approximately 350 studen t s .
I n my effort t o make improvements upon our existing student
handbook I am seeking sample materials from other elementary
schools.

If your elementary school has a student-parent handbook

I would be most appreciative if you would mail a copy to Lake
Crest School.
Thank you for your assistance with this matter.
Sincerely Yours,

Ezra Smithson
Principal

APPENDIX B

LETTER SUBMITTED TO THE LAKE CREST
ELEMENTARY SCHOOL FACULTY REQUESTING
INPUT FOR THE DEVELOPMENT OF A
STUDENT - PARENT HANDBOOK

15
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TO :

Lake Crest Faculty

FROM:

Ezra Smithson

RE:

Student - Parent Handbook

DATE:

January 10, 1983

Attached please f ind a list of topics that we have discussed
at our faculty meetings concerning the development of a new student
parent handbook.

Please examine the list very carefully, and let

me know by Monday, January 24 of any additions or deletions that
you would like to have included in the student - parent handbook.
I would also welcome any comments on the format of this handbook.
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II.
OAKLAND COMMUNITY UNIT 115 CALENDAR SUMMARY
1983-84
Adopted April 1 2 , 1 983
Amended May 10, 1983
Monday

August 22

Faculty Workshop (Institute Day)

Tuesday

August 23

First Day Student Attendance (� Day)

Wednesday

August 24

First Full Day Student Attendance

Monday

September 5

Labor Day (School Holiday)

Friday

October 7

Regional Institute Day

Monday

October 1 0

Columbus Day (School Holiday)

Friday

October 28

End of First Quarter

Friday

November 1 1

Veteran ' s Day (School Holiday)

Thurs, & Fri.

November 24 -2 5

Thanksgiving Day & Vacation

Wednesday

December 2 1

Christmas Vacation Begins at End of Day

Tuesday

January 3

School Resumes

Friday

January 1 3

Faculty Workshop (Institute Day)
End of First Semester

Sunday

February 12

Lincoln's Birthday (School Holiday)

Friday

March 1 6

End of Third Quarter

Thurs . - Wed.

April 12, 1 3 ,
1 6 , 17, 1 8

Emergency Make-up Days (Note: Days
not used for make-up days will be used
as Easter Vacation) .

Thur sday

April 1 9

Spring Vacation Day

Friday

April 20

Good Friday (School Holiday)

Thursday

May 24

Faculty Workshop (Institute Day)

Fr iday

May 25

Last Day of Attendance, High School
Commencement

27

III.
DAILY SCHEDULE
1.

Office Hours
. . . . 8 : 00 A . M

Weekdays . . . . . . .
2.

A.M.
A.M.
A.M.
A.M.
A.M.
A . M.
P.M .
p .M.
P.M.

. . . .

10:55

1 1:30
11 :35
1 2 : 22
1 : 08
1: 54
2 : 40
3 : 15

.

A.M.
A.M.
A.M.
A.M.
- 9:21 A.M .
- 1 0 : 07 A;M .
- 1 0 : 55 A . M .
- 11 : 3 0 A . M .
A.M.
. . . .
12 : 1 9 P . M .
A.M.
- 1 : 05 P .M .
1 : 5 1 P .M .
2 : 37 P . M .
- 3 : 15 P.M.
P.M.
-

-

-

Grades K-4
Students may go to their classrooms
Warning Bell
Home Room Period
End of Home Room Period
Classes Begin
Dismissal for Lunch
Warning Bell
Classes Begin
Dismissal

b.
8 : 07
8 : 20
8 : 25
8 : 35
8 : 38
9 : 24
10:10

4 : 00 P .M .

Stu.d ent Regular Schedule
a.

8 : 07
8 : 20
8 : 25
8 : 35
8 : 38
1 1 : 35
12:19
1 2 : 22
3:15

-

Grades 5-8
Students may go to their classrooms
Warning Bell
Home Room Period
End of Home Room Period
First Period
Second Period
Third Period
Dismissal for Lunch
Warning Bell
Fourth Period
Fifth Period
Sixth Period
Seventh Period
Eighth Period
Dismissal
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IV.

A Message From Your Superintendent

Our society is predicated on the fundamental concept that a
well educated c i t izenry is essential to the continuing success of
the nation.
It has long been the philosophy of our school systen to
provide an opportunity for a quality education for all students
enrolled in our program s .

In order t o achieve a maxi.mum educa

t ional level, a cooperative effort is necessary by all people in
contact with the educational program.

The responsibility for a

good quality education experience must be shared by student s ,
parent s , teache r s , administrators, the Board of Education, and
c i tizens of our community.
Extensive offerings are available for students in regular
classroom subj ects and through extra-curricular activities .

I

would encourage all students to take full advantage of the many
and varied opportunities available through our schools .

Norman Kerans

\
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Lake Crest Elementary School
V.

A Message From Your Principal
Welcome!

We are glad to have you with us this year .

I t should

be an exciting year for all of us and with your involvement , we can
all benef i t from your year at Lake Crest Elementary School.
This student-parent handbook was designed to give you an out
line of the programs , rules and regulation s , and services available
to all students .

Please take the time t o go over this handbook and

share it with your parents so we may all know what is available to
and expected from you.
An education is a valuable asset.

Your involvement and hard

work will enhance the quality of your education.

With this in

mind, let us take this opportunity to wish you good luck and ex
tend our wishes for a good year.

If at any time we can be of

assistance to you, do not hesitate to contact u s .
Sincerely,

Ezra W . Smithson, Principal
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VI.

Educational Philosophy o f Lake Crest Elementary School
With a basic awareness of the physica l , social, and emotional
characteristics of boys and girls, Lake Crest Elementary School
strives, in accord with the home and other social institutions, to
meet needs of the studen t s .
We, a s professional educators, must lead students b y example
with regard to c i t izenship, courtesy, acceptable social skills,
self-discipline, self -confidence, and self-motivation.

We must

offer a sound , fundamental knowledge in the academi c , social,
and physical disciplines which will form a solid foundation for
life, for the present and the future.

We also need to develop

those critical thinking skills which will be essential for personal
success.
Lake Crest Elementary School recognizes the need to of fer and
continually improve a wide range of activities to provide learning
opportunities to all students.

This is done in an effort to meet

the needs of the total child through diversified programs within
a traditional framework, and to develop within the student the
basic skills which are essential in becoming a responsible c i tizen
in a democratic society.

31

VII . Oakland Community Unit District #5

Board of Education
Pearl Cox .

. President

Tom Powers

. Secretary

Richard Clapp
Arden Grotelueschen
Tom Innes
Davie McQueen
Hershel Osburn
All regular meetings o f the Board of Education are held in the
Board Room, located in the basement of the Oakland High School.
Meeting dates will be on the second Tuesday of each month.

All

regular meetings shall begin at 8 : 00 P .M. during daylight savings
time and 7 : 00 P . M . during central standard time.
VIII.

Administrative Staff
Norman Kerans .
Ezra Smithson .

XI .

. Unit Superintendent
. Lake Crest Principal

Office Staff
Sue Daugherty
Libby Buckley

X.

.

Custodial Staff
Kim Boes
Dale Owens

. Secretary
Lunch Room Mgr . /Secretary
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XI.

Cafeteria Staff
Norma Lee - Cook
Maxine Shonkwiler - Cook
Donna Taylor - Aide

XII.

Lunch and Playground Supervisors
Mary Lou Burtner
Carloyn Fleming
Nadine House
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XIII.

Certified Staff
SUBJECT

NAME
Linda Andrews

5-8 P.E. , 8th Math, 8th
Health Education

Gretchen Childress

First Grade

Mike Church

Chapter I Math, 6th P . E . ,
8th Health Educa tion

Stan Duzan

7th & 8th History, 7th & 8th
Industrial Arts

Sue Duzan

Second Grade

Charles Easton

First Grade

Edith Floyd

Unit Librarian

Jerry Foreman

6th & 7th Math, 5th, 7th &
8th P.E.

Wilda Francis

Art

Noelle Greathoue

Kindergarten

Mack E . Hammer

Special Educa tion

Helen Hearn

Fourth Grade

Elaine K . Hood

Third Grade

Bruce Kelley

Fifth Grade

Gail McKee

Speech Therapy

Dave Mandrell

7th & 8th History

Nancy Meese

Fourth Grade

Jaqueline Moler

Sixth Grade

Myrna Neal

Music

Marijon Stites

6-8 Science

Adrianne Thornburgh

6-8 Language Arts

Joseph T. Wenskus

Second Grade
Learning Disability
Chapter I Reading
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XIV.

LAKE CREST SCHOOL ROOM NUMBERS

Room Number

Teacher

Grade

1

Mrs. Greathouse

Kindergarten

2

Miss Childress

1

3

Mr . Easton

1

4

Mrs . Duzan

2

5

Mr. Wenskus

2
Elem. P.E.

6
7

Mrs. Neal

Music

8

Mrs. Hood

3
3

9
10

Mrs. Hearn

4

11

Mrs. Meese

4

12

Mr. Hammer

E .M . H .

13

Mrs. Stites

8-1 , Science

14

Mrs. Thornburgh

7-2, English

15

Mrs. Andrews

8-2, Math, P . E .

16

Mr . Duzan
Mr. Mandrell

7-1, Soc. Studies, Ind. Arts
Soc. Studies

17

Mrs. Francis

Art

18

Mr. Foreman

6-2, Math, P.E.

19

Mr. Kelley

5-2
5-1

20
21
Library
Speech
Remedial Reading
Remedial Math
Learning Disability

Mrs. Moler
Miss Floyd
Mrs. McKee
Mr . Church

6-1 , Reading, Soc . Studies
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XV.

General Information
1.

Entrance Age
To enroll in Kindergarten or first grade at any time
during a school year , a child must be five or six,
respectively, on or before December 1 of the current school
year .

Kindergarten and first grade children enrolled for

the first time must present a certified birth certificate
or hospital record.
2.

Physical Examinations and Immun izations
In compliance with the School Code of Illinois, a
physical examination shall be required before entrance
into school , fifth grade, ninth grade, and for students
who have not previously been examined prior to or upon
entrance into another public school system in Illinois.
A record of such an examination presented to another
school system shall be accepted, provided the parent
secures this record and presents it at the time o f
registration.
Immunizations for specific diseases as required by
law must be taken by students whose records do not
indicate that the student has completed the necessary
initial immunizations and both booster doses.
If the report of the physical examination and immuniza
tions is not presented within a reasonable time , the child
shall be excluded from school until it has been received.
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3.

Health
All schools in Illinois were advised by the Illinois
Office of Education that school employees should not undertake
to administer Medication to students except in an emergency.
When a child requires long or short term medication, the
responsibility for administering such medication rests soley
upon the parents.

However, Lake Crest Elementary School

realizes that some students require medicine to remain in daily
attendance; therefore, the following guidelines will be followed:
1.

Written orders are to be provided to the school from
a physician detailing the name of the drug, dosage,
and the time interval in which the medication is to
be taken.

2.

A written request from the parent or guardian of the
pupil to the school district indicating the type of
disease or illness involved, the benif its of the
medication, the side effects, and �n emergency number
where he or she can be reached.

This letter shall be

placed in the pupil ' s temporary file.
3.

Medication must be brought to the school in a container
appropriately labeled by the pharmacy or physic ian .

4.

The initial dose o f medication at school will be
administered by the office staf f .

5.

The school district retains the discretion to reject
requests for administration of medication .

A note of release by your physician is required if you have
had the following connnu nicable diseases:

37

German Measles (Rubella)

Poliomyelitis

Red Measles

Pink Eye

Chicken Pox

Pediculosis (Lice)

Mumps

Scarlet Fever

Diptheria

Meningitis

Scabies

Ringworm

Impetigo

Mononucleosis

Small Pox

Scarlatina

Whooping Cough
4.

School Day
Students should not attive at school before 8 : 00 A . M .
First period begins at 8 : 20 A.M.
3 : 15 P.M.

School dismissal is at

Students should immediately leave school after

dismissal unless they are participating in after school
ac tivities or are detained by school officials.

Once

students arrive on school grounds, they are to remain on
school grounds until dismissal.
5.

School Attendance Procedures
A well-regulated school must insist upon regular and
punctual attendance of pupils.

This must be done not only

because it is required by the Illinois School Code, but
also for the vital welfare and progress of each and every
pupil.

Irregular

attendance leads to loss of intere s t ,

low or failing work and d iscouragement.

The responsibility

for a pupil to be a regular and punctual citizen rests
upon the pupil individually and also upon the parents;
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6.

Admission Procedures For Absence From Class
After a student is absent, he/she must have an admit
slip to re-enter class.

An admit slip may be obtained by

bringing a written statement from the parent or guardian
to the office before the t ime of the first class.

Students

in grades Kindergarten thru fourth should give the written
statement to their classroom teacher .
An excused absence permits the student to make up
school work missed.

The student is requested to see the

teacher promptly to make up the work.

Excused absences

are issued only because of illness, sickness in family,
or death in family.

Work, shopping, baby-sitting, or

to go on a trip, are not accepted as satisfactory excuses
for being absent from school.

In such cases in which

parents insist on taking their children out of school,
previous arrangements must be made with the building
principal.
Students who are truant or are "unexcused" Cannot make
!!.E. work missed.

Tests are included with assignments that

may not be made up in the event of an unexcused absence.
7.

Time Limits For Make-Up Work Following Illness
Upon returning to school following absence, a student
will have the number of days missed to make up all work.
After this t ime period has elasped, all work not made up
will convert to an F.

It is the studen t ' s responsibility

to contact teachers to find out what work was missed
during his/her absenc e .
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8.

Leaving The Building
Students who must leave the building during the day
due to illness, docto r ' s appointment , etc . , are to report
to the main o f f ice .

The office secretary will contact the

parent or guardian.

The parent or guardian who picks up

the student MUST come into the o f f ice to sign the student
out.

Students will wait in the main office until the

parent or guardian comes into the office to sign them out .
As provided in the School Code of Illinois, students will
not be released to the custody of anyone but the paren t s ,
guardians , or their designees .
9.

Illness, Injury, Emergency
If a student becomes ill or is injured at schoo l ,
parents will be immediately notified b y phone.

It is

very important that each parent have an emergency phone
number on file at the school .

In the event that parents

cannot be reached , the school will take necessary action
to protect the student in question.
10.

Closed Campus
The only students who will be permitted to leave
school at noon are those who live close enough to school
to go home for lunch and who have written parental consent
in the office.

1 1.

Tardiness
Students are expected to be on t ime for each class.
Tardiness is defined as a student not being in his/her
assigned seat ready to begin work at the conclusion of the
late bell.

Excessive tardiness will not be accepted.
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If the student is delayed by a teacher so that he/ she
is late for any class, that teacher will issue a pass to
the student allowing entry into class without consequence.
(Excused tardy . )
12 .

Detention
Although it is not the general policy of the school to
detain students after schoo l , there may be times when
individual teachers or the school administration will
assign a student to detention before or after school.

In

all cases, the student is always given the option of one
day of grace.

This allows the student an opportunity to

inform his/her parent that he/ she must remain after school
for infract ions of the rule s .

Students must provide their

own transportation home from detention.
13.

F.mergency School Closing
WPRS, WACF, WEIC, and WLBH radio stations announce the
closing of school soon after receiving the decision of the
district.

Channel 3 television station in Champaign,

Illinois, will also be notified by the district.

This

decision and announcement most often occurs between 6 : 00
A . M . and 7 : 00 A.M.

School may be dismissed early if

weather conditions worsen on days school is in session.
Parents are urged to listen to the radio for school clos
ings or early dismissal t imes on days of severe weather
conditions .
session.

If no report is made, school will be in
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14.

Student Conduct
In genera l , you are expected t o conduct yourself at
school in a manner which is conducive to the education,
safety, and general well-being of you and your classmates.
Incidents of gross misconduct or disobedience will subject
the off ending student to disciplinary action.

Depending

upon the specific offense and the circumstances involved
such disciplinary action may include one or more of the
following:
1.

In school detention - usually during recess or
noon hour.

2.

Corporal punishment - spanking .

3.

Denial o f privileges - non-participation in or
attendance at extra-curricular even t s , field
trips, etc .

4.

Suspension - exclusion from school for a period o f
not more than 1 0 school days.

S.

Expulsion - exclusion from school for the duration
of the school year.

6.

Other actions which may be deemed appropriate by
the administration, teacher s , or your parents.

The following list is not all-inclusive but is indica
tive of some of the types of conduct which might subject
you to disciplinary action:
1.

Fighting and/or assult ing another individual.

2.

Possesion and/or use o f tobacco produ c t s , alcoholic
beverages , or illegal drugs.
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3.

Throwing snowballs or other potentially dangerous
objects.

4.

Posse sion and/or use of a weapon.

5.

Taking school property or another person ' s property
without permission.

6.

Defacing o r damaging school propert y .

7.

Disrespect toward o r insubordination to a staff
member.

8.

Disobedience o f or disregard for other guidelines
stated in this book.

15.

Student Dress Code
People tend to judge us by the way we dress.

In the

case of Lake Crest students people not only judge you, but
judge your parents and the school in general by the way
you dress and appear .

We believe that our school i s an

educational institution and that our students should
come to school dressed appropriately.

The following are

examples of clothing that are not acceptable for school
wear for students in grade 5

-

8:

1.

Hats in building

2.

Halter tops

3.

Sun dresses

4.

Tank tops (boys and girls)

5.

Sweat suits

6.

See-throughs

7.

Bare midrifts

8.

Shorts (boys and girls)
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Students in grades K-4 are permitted to wear the above
articles of clothing with the exception o f :
1.

Hats

2.

Sweat Suits

3.

See-throughs

Any attire with suggestive or derogatory slogans or
improperly placed patches are not permissable.

The

administration reserves the right to determine what is
suggestive or derogatory.
16.

Lockers
Each seventh and eighth grade student will be assigned
to a locker a s a convenient place for personal property.
Students should be especially careful with locker s .
They should take their time closing them and try to avoid
noise.

If all articles are inside the lockers, they will

close easily and it would never be necessary to force the
door shut.
The school reserves the right to inspect lockers
periodically.
Do not change lockers without permission from the
office.

Only students assigned to a locker should use

that locker.
Appreciation of this locker service may be shown by
keeping the locker clean and orderly.
17.

Insurance
School insurance is offered to those students desiring
it.

At the beginning of each school year , information
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concerning the company and cost will be made available to
those students who wish to take advantage of this oppor
tunity.
In case of an accident, students must report the
accident to the school sponsor of the activity and the
sponsor will report the accident to the principal ' s o f f ice
and fill out a claim form before a claim can be processed.
18.

Telephone
The off ice phones are for official school business
only.
phone.

Students who must call home may use the office
Ask permission before using the phone.

Calls for

assignments left at home , books , or to visit a friend after
school will not be allowed.
A student is not called to the phone when he/she is
in class, but a call will be recorded and a message will
be taken to the student during a study hall or at the
end of the class period.

This regulation does not apply

to emergency calls.
19.

Promotion - Retention
The following guidelines are used to determine
promotion or retention at Lake Crest Elementary School.
Students failing to meet these requirements at the end of
the year may be retained.
1.

A student who does not pass at least 2/3 of the
subj ects enrolled in during the school year.
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2.

Poor attendance

-

45 days (� o f school year)

without tutoring .
3.

Eighth grade students must pass the United States
and Illinois Constitution, and the Flag.
122

-

(Chapter

Section 27-3 School Code of Illinois . )

Student promotion and retention will be determined on
a semester grade average for those subjects that the
student is taking for one semester only, and a yearly
grade average for those subjects that the student is
enrolled for the entire school year .
The following point system is used in averaging
grades for students :
A = 4 points
B = 3 points
C

=

2 points

D = 1 point
F = 0 points
20 .

Report Cards
Lake Crest Elementary School is on a quarterly grading
system.

Report cards are distr ibuted every nine ( 9 ) weeks

following the close of the nine weeks period.
An academic grade will be reported in each subj ect .

The academic grade is the teacher ' s evaluation of scholas
tic progress based on reports, tests , recitations, etc .
Any problems concerning the grades on these report cards
should be brought to the attention of the building princi
pal and the faculty.
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21.

Progress Reports
By the end of the fifth week of each nine week grading
period, a report is sent home to the parents of those
students who are doing unsatisfactory or failing work.
At this time, the parent has the opportunity to request
a conference with the teacher .
We highly encourage parents to engage in pupil teacher conference s , by appointmen t , for the better
ment of conununication, as well as the over-all improve
ment of the learning process .
A parent may request a conference with a teacher any
time during the school year .

22 .

Honor Roll
At the end of each quarter, the Honor Roll for seventh
and eighth grade students will be published .

Based on A

=

4 . 0 poin t s , High Honors will require a 3 . 5 average or better
in academic subjects with no physical education, music, art
or Industrial Arts, grade below a B, and Honors 3 . 0 to 3 . 4
average in academic subj ects with no physical education,
music, art , or Industrial Arts, grade below a C.
23.

Textbooks
Textbooks are provided by the school district for a
small rental fee .

Students should remember they are

responsible for each book which is issued to them .
When textbooks are issued, students should write their
names on the slips in front of the books.

A book damaged

when a student receives it should be r eported to the

47

teacher .

Books must be turned in at the end of the school

year or upon withdrawal from school.

It is important for

s tudents and parents to understand that fines are levied
when textbooks are lost or damages beyond ordinary wear .
24 .

Charges For Damaged or Lost Books
Damaged books :

Damaged b inding or damaged cover - to

be determined by appropriate staff.
Lost Books :
First year
Second year

80% of assessment of purchase price

Third year

60% o f assessment of purchase price

ETC .
25.

100% of assessment of purchase price

- --- -

--

-

-

50% of assessment of purchase price

Library Books
No library books may be taken from the library without
being checked out .

(This also includes all reference books . )

Lost library books will be charged at the replacement
cost to the library with a Minimum fee o f $ 1 . 00

Any book

that is not turned in will be considered los t .
26.

Fire Drill
When the fire alarm sounds, all students will leave
their work immediately and walk - not run - to the nearest
exi t .

The method for evacuating the building will be

explained to all students the first week of school .

This

procedure will also be posted in each classroom.
27.

Severe Storm Drill
A severe storm is one in which the general welfare of
the students and staff is l ikely to be endangered by

48

following the regular routine of school activities.
Warning:

Warning of a pending severe storm will be

given by the school inter-communications system if possible.
If the inter-connnunications system is not functioning
properly then notice of a dangerous storm will be passed in
person by the school office personne l .

The signal that

indicates a severe storm drill will be by ringing the
regular bells on and off at least six ( 6 ) times.
Procedures :

The halls provide the safest place to have

students go in preparation for a serious storm.

Have

students kneel with their heads under their hands facing
the wall .
entrances.

Stay as far away as possible from glassed
Students in room 21, room 1 , and Speech room

should go to the hall between the offices and library.
Students in the library, Chapter I reading , and seminar
room should go to the North hall.

Severe Storm Drill

Procedures will be posted in each classroom.
28 .

Visitors
All school visitors must report to the off ice when
entering the building.

On request and by approval of the

principal only will outside students be allowed to visit
school while it is in session.

Visitors who arrive with

out prior permission will be asked to leave.
All visitors must be issued a visitor ' s pass before
visiting any classroom s .
29.

Library
All Lake Crest students are entitled to use the library
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and to check out books.

The books and other materials

have been chosen to help you in your studies and intere s t s .
You will be asked to adhere

to some rules and procedures,

as follows :
1.

All materials must be properly checked out .

2.

Reference books, such as encyclopedias and
dictionaries, are to be used only in the library
or classroom.

3.

All books, except reference books, may be retained
for a period of two ( 2 ) weeks .

4.

Overdue books must be checked in personally to the
librarian.

Do not leave the book on the check in

cart or desk.
If you need help or have a problem locating materials ,
see the librarian.

We are here to help you - but first ,

be sure you have tried to locate the materials yourself .
30.

Cafeteria Use
Lake Crest lunch program includes complete noonday
lunches for all students who desire them.

Studen t s who

bring their lunches to school are requested to eat them at
the assigned tables.
In order to have the least confusion possible, students
are to be dismissed by rooms to the cafeteria.
Eating at school should be a pleasant , social , and
educative experience .

However, the building principal has

the authority to send any student home for a specified
length of ti.me, if their conduct is inharmonious in the
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lunchroom.
If a student has been absent and has paid for his lunch,
credit for the unclaimed lunches should be requested with
in a week following the absence .
Students who qualify for free or reduced price lunches
under the National School Lunch Program must have their
parents apply for this program at Lake Crest School .

We

cannot offer free or reduced price meals, until the proper
papers have been filled out and signed by the parents and
the building principal.
Students will not be given permission to go to town
or to a friend ' s house to eat lunch.
31.

Eli&ibility
A student may not participate in any organization
activity, if he/she is not doing passing work in at least
three-fourths of the subjects in which he/she is enrolled.
Exampl e :

I f a student receives two ( 2 ) "F ' s" on his/her

report card in any one nine week grading period, he/she
becomes ineligible to participate in any organization
activity for a period of nine weeks.

Eligibility will be

determined on quarter grades - not semester average.
A student may not participate if he/she is under
disciplinary action on the day of the activity, or if he/
she is absent from school on the day of the activity.

It

is the sponsor ' s responsibility to carry out this policy
and any exception must have the approval of the principal.
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32.

Assembly Procedures
Assemblies are provided to entertain, inform, and
recognize students .

Students are expected to observe

the rules of common courtesy and these specific rules:
1.

Students are to report to their scheduled
class and wait to be called over the P .A .
system.

2.

Students proceed to the assembly area with
their class and sit in their assigned area
( t eacher will explain class area) with the
cla s s .

3.

During presentations, students are expected
to be attentive.

Booing , shouting, whistling,

and other forms of rude behavior are not
acceptable.
33.

Physical Education
a.

The State of Illinois requires all students to
take physical education.

If a student is unable

to participate, he/she must have a note from home
(for a short period of time) and from a physician
if longer than three ( 3 ) days .
b.

Students in grades 5-8 will be required to dress
for physical education class regardless of whether
they participate or not.

If

a

student forgets his/

her clothes, a failing grade will be received for
that day.
c.

Boys and girls in grades 5-8 should acquire
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uniforms designat.ed by the physical education
instructo r .
d.

Parents and/or children should labe.L personal
physical education equipment for identification.

e.

Clean clothes each week.

f.

Students are to keep a clean towel at school and
are expected to shower after physical education
classes unless a written notice is presented from
a physician excusing the student from doing so .

g.

Each student should provide a comb o r brush,
soap , and deodorant .

h.

Students excused from physical education classes
will not be allowed to participate in other school
related physical activities, including recess, and
interscholastic sport s .

34.

Special Education Program
Oakland Community Unit School District No. 5
provides special education programs and services to
meet the special needs of students residing within the
school district.

Programs and services are provided

through the district curriculum and via the Eastern
Illinois Area of Special Education Joint Agreement .
This Joint Agreement provides identified special educa
tion students with comprehensive programs and services
not readily available soley through the district.
The Illinoio State Board of Education ' s Rules and
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Regulations to Govern the Administration and Operation
of Special Education establishes the rules and regula
tions to administer the distric t ' s special education
program.
Parents who have questions about the special
education programs and services provided by the
district may contact the building Principal in
which their children attend.
35.

Pre-School Screening
Pre-school screening will be offered to children
between the ages of 2� and S years.

The areas to be

screened will include vision and hearing, basic learn
ing concept s , communication skills, and development
of small and large muscle activities.
Parents are encouraged to watch the newspaper to
f ind out the exact date of clinic.

Once clinic date is

known by parents , appointments for their child ' s
screening should be made by calling 346-2 1 6 6 .
36.

Kindergarten Round-Up
All students that will be f ive years old on or
before December 1 , 1983 are eligible to pre-register
for Kindergarten.

This will be held at Lake Crest

School sometime during the month of Apr i l .
watch for newspaper advert ismen t .

Please
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XVI.

Interscholastic Athletics and Other Extra Curricular Activities
Lake Crest Elementary School offers students a complete
program of interscholastic and other extra curricular activities.
1.

Interscholastic Activities
Girls
Basketball --------------- Volleyball
Track -------- ------------ Track

All students partic ipating in interscholastic athletics are
required to have a physical examination, health and accident
insurance, and a parental permission slip.

The cost of the

physical examination and the health and accident insurance shall
rest with the student and/or paren t .

All o f these items must

be completed prior to the start of practice for your sport and
on file in the off ice of the principal.

Participants must also

bring a copy of their birth certificate for the state association' s age eligibility requirement s .
Our athletic program is guided by school district policy,
in conjunction with the Illinois Elementary School Association.
2.

Other Extra Curricular Activities
All studen t s in grades 5 - 8 have an opportunity to

participate in the following extra curricular activit ies :
a.

Chorus

b.

Band

c.

Literary Contest

Each of these activities are sponsored by the Illinois
Elementary School Association.
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XVII.

Student Athletic Guidelines
Athletics, like all activities, must follow certain guide
lines.

The following 'rules are in effect for all students who

participate in athletics at Lake Crest Elementary School.
1.

Facilities and Equipment
a.

No one i s to b e in the locker room before school
or during noon hour unless accompanied by coach or
physical education instructor.

b.

Keep your · locker and locker room clean.

c.

Damage to our facility will not be tolerated .

d.

You are responsible for athletic equipment which
you use.

I f tha t equipment is damaged or lost,

you must repair or replace i t .
e.

Anyone involved i n the theft of equipmen t , uniforms,
or valuables will be removed from the team.

2.

P.ractice
a.

You are expected to attend all practice sessions,
unless you notify your coach.

If you repeatedly

miss prac tice, you will be suspended or removed
from the team.
b.

The coach will inform you a s to what type of shoes
and clothing to wear at practice.

c.

Lock your valuables in your gym locker during
practice sessions.

d.

Improper language, at any time will not be tolerated .

e.

Practice will not start prior to 3 : 15 P .M . on regular
school days.
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f.

You must turn in your physical, insurance form,
permission slip and birth certificate, prior to
the start of practice in your sport .

g.

Each coach will review the school eligibility
policy before the start of practice in your sport.

3.

Athletic Events
a.

Since you are representing the school you should
be on your best behavior at all times.

Lake Crest

School is j udgetl by your sportsmanship , attitude,
and behavior.
b.

Do not abuse uniforms , equipment or the facilities
of other schools .

c.

You are to attend meets dressed in an appropriate
manner.

Your coach will discuss the proper attire

for events .
d.

Sit with your team mates a t all game s .

Remember,

You Are A Team.
e.

Observe good sportsmanship both while participating
in and watching athletic events .

f.

All partic ipants must ride the bus to and from
school sponsored activities.

The only exception

to above rule will be that a parent may pick up
their child after the activity is over .

Parents

must report to coach/sponsor prior to leaving with
their child.
g.

Additional rules will be reviewed with you by your
coach.
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4.

Cheerleaders
Lake Crest Elementary School will have one cheer
leading squad comprised of six ( 6 ) students .

Any

student in grades 6 , 7 , and 8 may try-out for the
cheerleading squad .

Election of cheerleaders is held

in the spring of the year.

Parental approva l , in

writing, is necessary before a student may try-out
for cheerleading .
Parents are responsible for providing the uniform
and shoes worn by the cheerleader s .

Cheerleaders must

attend all games unless excused for illness or for a
family emergency .
There will b e no Mascots.
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XVII I .

Rules For Students Riding School Buses
1.

Be on time at the designated school bus stop at least
three minutes before the bus is scheduled to arrive.
The driver has been instructed to drive on if a
student i s not on time .

2.

I f you live on the left side o f the roadp remain stand
ing on that side and cross the road after the bus has
arrived and only on signal of the driver .

3.

Wait until the bus comes to a complete stop before
at tempting to enter the bus.

4.

The driver has full authority to designate which seat
you shall ride in.

The seat assignment may be changed

from time to time.
5.

Remain seated at all times while the bus is moving .

6.

Refrain from marking, defacing, or in any way damaging
the bus inside or outside.

7.

Keep books, packages, coats, and all other objects out
of the aisles.

8.

Raise or lower windows only i f the driver has granted
permission.

9.

10.

Get on and off the bus without pushing or shoving .
Observe safety precautions at discharge point.

Where

it is necessary to cross the highway, proceed to a
point at least 10 feet in front of the bus on the
right shoulder of the highway where traffic may be
observed in both directions.

Then wait for a signal

from the bus driver permitting you to cross.
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11.

Regular riders on the route may get off or on at other
houses on written request from the parent , signed by
the school principal and presented to the driver .

12.

In case o f a road emergency, remain seated until
instructions are given by the driver .

13.

Do not ask the driver to stop at places other than the
regular bus stops; he is not permitted to do this ex
cept by proper authorization from a school official.

14.

Refrain from eating o r drinking beverage s .

15.

Carry no animals on the bus.

16.

Students may be suspended from riding the bus by
decision of the Principal and/or Superintendent.
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XIX .

Rules and Regulation To Govern School Student Records
In accordance with the Illinois School Students Record Act
of 1 9 7 5 and pursant to Chapter 1 2 2 , Article 50 of Illinois
Revised Statues the following procedures will be observed in
matters to student records.
1.

Definition:

Student Permanent Record - includes official

administration records that constitute the minimum personal
data· necessary for operation of the system.
A.

Such data includes :
1.

Identifying information (student ' s name, birth date,
sex, name of parents or guardian) .

2.

2.

Academic work completed;

3.

Level of achievement;

4.

Grades;

5.

Achievement tests and attendance data.

Definition:

Student Temporary Record - information con

tained in a school student record but not contained . in the
student permanent record.
A.

3.

Such data includes :
1.

Family background information;

2.

Intelligence test scores;

3.

Apititude test scores;

4.

Psychological and personality test resul ts ;

5.

Teacher evaluations.

Right of Inspection
A.

Parents and students 1 8 years of age shall have the
following rights to inspect their records under the
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following conditions:
1.

A written request shall be submitted to the Building Principal who shall then arrange a mutually agree
able time for the review.

2.

The written request will become a part of the permanent
record.

B.

Parents have the right :
1.

To inspect and copy such records;

2.

To challenge the content of such records; and

3.

To limit any such consent to designated records or
designated portions of information within the records.

4.

Copying of Records
A.

Parents shall have the right to copy any or all portions
of the student record at a cost not to exceed . 3 5 per
copy.

5.

Controlled Access To Records
A.

Parents shall have the right to control the access or
release of information to any agency or person not
specified in the act .

B.

Any release o f information other than that specif ied
requires the prior and specific

dated written consent

of the parent designating the person to whom such records
may be released , the reason for the release, and the
specific records to be released .
C.

At the time such release is requested or obtained
parents shall be notified o f their rights as stated in
section 3-B above.
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6.

Persons o r Agencies having access to Records without Parental
Consent
A.

The following persons o r agencies shall have the right
of access to student records without prior parental
consen t .
1.

Persons authorized or required by state or federal
law to gain access.

2.

An employee o r official of the school or school
district or State Board of Education provided such
person has a demonstrable educational interes t .

3.

To a person for research or statistical purposes
upon approval of State Board of Education and
assurance of non-identifiability of name s .

4.
7.

Pursant t o court order.

Transfer of Student Record
A.

Parents have the right of inspection as outlined in 3-A
and 3-B prior to the transfer of student records from
one school to a new school into which the student is
transferring .

B.

Such right shall include the opportunity for review and
challenge of information contained in the record.

8.

Rights and Procedures for Challenging Content of Student Record
A.

Parents shall have the right to challenge any entry exclus ive of grades in the student record on the basis o f :
1.

Accuracy

2.

Relevance; and/or

3.

Propriety
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B.

The request for a hearing shall b e submitted i n writing
to the school and should contain notice of the specific
entries to be challenged and the basis of the challenge.

9.

Direc tory Information
A.

The school shall develop and maintain a student directory .
This kind of information may be released to the general
publ i c , unless a parent requests that it shall not be
released .

It is limited to the following:

1.

Identifying information;

2.

Academic awards or honors;

3.

Information related to school-sponsored activitie s ,
organizations and athletics;

4.

Period o f attendance in the school .
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XX.

The Rights and Responsibilities of Students
A.

Students , as citizens of the United States, are guaranteed
certain individual rights and have corresponding individual
responsibilities.

Parents, teachers, and administrators

have a responsibility, indeed a duty, to protect the rights
of students while maintaining an educational atmosphere con
ducive to the teaching and learning process.

The concept

of balancing the rights of the individual with the rights
of society is as valid in the educational community as in
the larger community.

There are certain special respons

ibilities required of a citizen who is a student in schoo l :
1 .

To become informed o f and adhere to reasonable rules
and regulations established by local boards of education
and implemented by school administrators and teacher s .

2.

To respect the rights and individuality of other stu
dents and school administrators and teachers .

3.

To refrain from libel, slanderous remarks and unnecess
ary obscenity in verbal and written expression.

4.

To dress and groom in a manner that meets reasonable
standards o f health, cleanliness and safety.

S.

To be punctual and present in the regular or assigned
school program to the best of one ' s ability.

6.

To refrain from gross disobedience or misconduct or
behavior that materially and substantially disrupts
the educational process.

7.

To maintain the best possible level of academic
achievemen t .
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B.

To respect the re�sonable exercise o f authority by school
administrators and teachers in maintaining discipline in
the school and at school sponsored activities.

XXI .

Chain of Cormnand
The procedure for student/parents to register complaints
and/or discuss issues shall follow the chain of c ommand in the
following order:
1.

Teacher

2.

Principal

3.

Superintendent

4.

School Board

Skipping steps will result in being sent back to the
appropriate level .

